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INSTRUCTIONS FOR QRDERING PUBLICATIONS AND
CERTAIN OTHER TRAINING MATERIALS
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The following instructions for ordering publications and ce othet fiw"""

raterials take effect immediately. After the move to the new building new »D
instructions will be issued when necessary. Questions or problems on any D
of these items should be referred to|j: OT%/5S/ARO, Ext. 3735. 1

I. Intelligence Info ion Reports . :-13,‘
' - vlul ¢

A. Regular Dissemipation

These raport.s are disseminated by OCR Document Division on the basis
of area and subject requirements {see "List of Material Regularly Received" ‘
by your staff or school.,) Changes in these requirements for intelligence .
information reports should be reguested by memo {original and two copies) “““ !
from the staff, school, or faculty chief, addressed to OCR Document Division,
énalysis Branch, GH.0916, x5310, through O’I’R/SS/ARO. /

Because of the cost of this dinsemination procedure, and the priority
ziven to dissemination of documents to the DD/I and DD/P, OTR faculty members
should not request regular dissemination of intelligence information reports
vnless the request can be justified on the following bases: (a) Is the
request essential to your work in OTR? If you want to retain a subject or
area specially which you followed before coming to OIR this can be done more
cheaply by one or all of threes methods! making periodic requests for an
Intellofax listing, regular reading of intelligence pericdicals and finished
intelligence reports, or periodic reviaw of articles listed in the Intelli-
pence Publications Index. (b) Is it easential that you obtain current
information? The purpose of disseminating intelligence information reports
43 to provide rapid dissemination to those who nust keep up to date. For
some OTR courses it is not essential that the faculty member be kept current,
but his needs can be met by the three methode mentioned abovs. {c) If
intelligence information reports were received regularly, would they be
axploited regularly? Some faculty members have found that the reports pile
up, because work on courses prevents their being exploited, and after a time
the report must be discarded unread. In this case it would be better to keep
sarrent by the three methods m.entionad above.

Bs Obtalning individupl Copies of Reports

To obtain a copy of an individual intelligence informaiion report
{except Top Sezret) for which you have the reference, £ill in the regular
O0R Library request form (Form 1395) and send directly to OCR Library,
Nocument Search Unit, 1H1119, x7177. Be sure to give the 7-digit Common
Serial Number which most reports contain. For non-CIA reports, particularly
those from State Department, give whenever possible the issuing agency, post,
dispetch number, and date. If you need a hard copy of the document, rather
than the reproduction fram microfilm, stats this under “Remarks.”™ Reguest
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To order Top Seereb vi&ftféﬁ;ggnce Srmation reports call the OTR Top

Secret Control Officer, EXte 3735.

6. Reauesting Iptellofax Listy~

To obtain a list of references of intelligence information reperts deal-~
ing with specific areaz and subjocis, telephone or visit the OCR Library,
Tntelligence Reforence Groupy 14l (Megganine), x7104, and requesi an
intellofax listing.

iI. Cables

Ao GIA GCables

Thease cables are disseminated by Cable Secrstariat through OTR mail
room to OTR/0S/TAS on the basis of OIR requirements filed with them. CS/TAS
iogs the cables and disseminates to interested staffs, schools, and faculties
on the basis of their content.

8, HNen=CIA Cobles

1. Reswar Disseminstion. These cables are disgeminated by Cable
Searetariail on the basis of area and aubject requirements listed for
individual staffs, schools, and feculties. Changes in these area and subject
requirenents for cables should be requestad by memo {original and two copies)
fron the staff, school, or faculty chief, addressed ic Cable Secretariat,
Nor-CIA Cable Branch, GHO909, x5308, through OTR/SS/AKD,

2. . Reguesting Individual Cables. To obtain a copy of an individudl
aon~CIA cable for which you have Lhe reference, telephone Cable Sscretariat;
YonmCIi Cable Branch, GHO909, x£308.

II. GCIA Dispatches 1

£iA Dispatches are dissemirated through OIR mail room to OTR/OS/TAS by
DD/P Area. Divisions and Desks. OTR/GS/TAS logs the dispatches and disseminates
to intevested staffs, schools, end faculties on the basis of their content.

I¥. HNoticeg of New Books and New Periodicals

mnone nohices have bsen disseminated by Training Branch Library on the
wasis of avea and subject requirements listed for individual staffs, schools,
and faculties. It i3 hoped that this service will be continued by OCR in
tha new buildings These noticer are taken from Library of Congress catalog
cord proof shaeis, and Library of Congrsss Legislative Reference Service cards
{wiich alec roference recent periedical articles). Changes in these area and
subject reguiremants for notices of new books and new periodicals should be
reguesbed by memo {original and three copies) from the staff, school or
faculty chief, addressed to OCR/Library, Reference Branch, 1Hl1lk, %5301,
througn OTR/S5/ARD.
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& eopy of the area and subject reguirements is also on file im OCR
Iorary's Acguisition Dranch which will iﬁend notices of new books and new
peydodicals which it receives thrcugh its normgl acquisition procedurss in
the US and abroade One copy of ths memo addressed to OCR/Library, Reference
tranch retuesting changes in such notices will be sent by OTR/SS/LRO to
aeguisition Branche :

Y. Subseription P
.  Heguiar Dissemination

Subscriptions to foreign and domestic magasines and newspapers are coil-
tzolled by OCR Library, Acquisitions Branch, located in [N - ...
feguisitions branch also disseminates all subseription copies, axcept for
domestic newspapers which are disseminated directly by CIA Mail FRoom.

At the end of each fiscal year Acquisitions Branch sends the OTR Area
Records Officer an IEM list of subscription periodicals charged to OTR. The
4RO sends these lists to sach staff and school chief for his review to
determine which items ghould be renewed and which should be cancelled.

The additlon of new subscriptions must be requested on the regular OCR
Iibrary request form {Form 1395), and must be approved by the staff or school
chief, Whea filling in Form 1395 be sure to include title of periodical,
publisher, 'place of publication, periodicity, subscription price, and OTR
account mumber (7500), The form nmust be sent to OTR/SS/ARO who forwards the
order to OTR/BFO for review. ‘The BFO then sends the form to OCR Library,
Aequisitions Eranch, 25X1ABa

B. Requeatine Single Copies

To obtain one or more coples of a particular issue of a magazine or
newspaper for retention, f£ill in the regular OCR Library regquest form (Form
1395), giving title of periodical, publisher, place of publication, volume
and number, price of single copy, the pages in which you are particularly
interested, and OTR account number (7%%. The request must then be sent
- through OTR/SS/ARO to OTR/BFO for review. The BFO then sends the form to 95x1ABa
GCR Iibrary, scquisitions Branch, NN Ext. 4862, If the
Library is unable to cbtain a copy of the item for retention it will attenpt
to obtain a loan copy of the item and will then reproduce the pagss requested.

Ce Requesting Sipgle Articles

Specific magazins or newspaper articles may be retquested on the regular
CCR Library request form (Form 1395). Title, author, volume and number,
date of lssuance, and pages on which the article appears must be included on
the form. The form should be sent directly to OCR Library, Book Search Unit,
1¥4). (Meszonine), x7588. The Library photoguplication service will make a

aingle copy of the article for your retsation.
When an article is lengthy it may be more feasible to order a copy of

the magazine, foliowing procedures described above under "Requesting Single
foples.”
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To obtain multiple copies of erticlaes in publications in your possession,
send the publication with reproduction instructions to OTR/SS/ARO.

Vi. Repular Publicatiora Disgeminated by OCR Document.Division
Ao Resular Bisgeminatjon

The dissemination of both non-CIA and CIA (except OTR and DD/P) regular \
yublications is controlled by OCR locument Division, Analysis Branch. The
tern “regular publications' includes intelligence periodicals (such as OCI
furvent Intelligence Weekly Summary) and finished intelligence (such as 0SI -
Seientific Intelligence Reports, and National Inteliigence Estimates)s Non- = .
_ \Q GIA regular publications are disseninstatl directly by Document Divisiong most
: -CIA regular publications are diasexdnated by Printing Services Division on the
- hasis of disseminstion lists prepered by Document Division. If you want to
) receive regularly an individual publication included in thie category, or want
4 Lo discontinue receipt of one you are now getting, your request should be by v
nemo from the staff, school, or faculty chief, addressed to OCR Document , . “D
N / Division, Analysis Branch, GHO916, %5310, through OTR/SS/ARO.

Please note the following instructions on regular publications: -
{a) If the publication is routed to two or more offices be sure to send it
on with a mininmum of delay. Should you want the publicetion for retention
after the other offices have seen it add your nawe to the bottom of the
souting, or ordsr an individual copy or individual article from the Library.
There will be rmltiple routings on only a few items which are received in
1imited numbers by the Agency. (b} Any regular publications received under
regular dissenination or on indlyvidual oxdaer should be returned only if the
item is stamped, “Return to CIA Library or if the item has a control number. °
£11 other reguisr publications should he destroyed when you have finished
using thems (e} Items bearing control pumbers should be returned %o OTR/SS/ARO,
who keeps a record of the disposition of all controlled documents. These items
inelude partletilarly NSCID's, DCID7s, and Top Secret items. .

7o Heovests for Single Publications

25X 1ATb Zo oblain cne or more retention copies of an individual OSI, NIS,- 25X1A7b
£ill in the Fecords Canter Service Reguest form (Form
#90) and send directly to Records Center. Reguest only oneé item per form.

Individual ORR reports should be ordered from ORR Control Staff, x8622.
Tndividual OCI reports should be ordered from OCI Dissemination Branch, x7231.
Individual OIR reports, DD/P reports, end NIE's and SNIE's should be ordered
from OTR/SS/ARD, 3735 .

Yo obtain a copy of an individval non~CIA regular publication, either
Zor loan or reteation, £ill in the regular Library request form {Form 1395)
il send to OGR Library, Book Sesrch Unlt, 1E4) (Mezzanine), x7568, Request
uly one iten per form. ' :

A1l Top Secrst publicationz should be ordered by calling OTR Top Secret
Control Officer, X3735.
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C. Heguests for Individval Articles

To obtain a copy of an individual article in an intelligence pericdical
follow the same procedure as that described above under Subscription
Pericdicals, Requests for Indivicdual Articles.

ViI. Other Kegular Publicationg

A. Dispemingted by OIR HMail Room

Unless otherwise indicated these dre items sent in multiple copies to
OIR Mail Roam to be disseminated in the numbers indicated in Attachment B.
A record is kept by OTR/SS/ALC of those items bearing control numbers.
Changes in the nmumber of copies to be sent to a staff, school, or faculty
should be requested by memo from the staff, school, or faculty chief to OTR/SS/
ARO. Requests for individusl copies of any item already disseminated should
be made to OTR/SS/ARO, x3735.

Please note that draft coples of new regulations (including both those
dealing with organization and those on other subjects) are circulated by the
ARO to determine the number of extra capies required by each school and
faculty for training use. Extra coples of regulations dealing with organisa-
tion will be autcmatically disseminated in the numbers shown on Attachment B
unless a specific request for a change in mumbers is made in individual cases.
For other types of regulationa extra cdpies will be ordered only upon specific
request to OTR/SS/ARO, x3735. -

B. Other

A variety of other publicaticns, disseminated by offices other than OIR
and OCR; are inocluded in this category. To permit a complete record to be
kept of items of thias type, any request for such items should be routed
through OTR/SS/ARO. Requests for individual copies of items not included in
any of the categories shown above may be made to OTR/SS/ARD, x3735.

VILL. Other Timining Msberisls
Ao BOOKE

l. Loan Requests. To reseive bodks con loan £ill in the regular OCR
I3brary request form (Porm 1395) and sand directly to OCR Library, Book
Search Unit, 1E41 (Mezzanine), x7588. Ee sure to include author, title,
publisher, date, and call number (if kriown). Request only one bock per form.

2. Purchase Requests. To order retention coples of books, including
multiple copies for use in courses, fill in the regular OCR Library request
form (Porm 1395). Include author, title, publisher, date, number of copies
required, price per copy, and OTR account number (7500). The reguest rust be
approved by the staff, achool, or faculty chief. The form must then be sent
through OTR/SS/ARO to OTR/BFO for review. The EFO then sends the form to.
OCR Library, Book Search Unit, 1E41l (Mezzanine), x7588.
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Be Mopg. Atlages, and Gageteery

Maps, atlases, and gazeteers for either loan or retention may be
ordered by phoning CIA Map Library, I :3793. Copies 25X1A
of CIA maps mey be ordersd by citing the five-digit number found below the
lower left margin of the map. HMaps of other publishers may be ordered by
giving the series and sheet number, if avallable. If these are not avallable,
glve map publisher, map title, scale, and date. Atlases and gazeteers may be
ordered by giving publisher and title.

Meps dealing with a particular ares or subject may be ordered by
describing to the mep librarian the type of maps desired. If desired, the
map llbrarian will send a selection of maps from which a choice can be made.

Ce Hovie Films

OCR Graphics Register is the Agency's repository for movie fiims but
OIR also has some filma on hand. Requestis for the use of specific movie
films ghould be made to OTR/SS/ISB, x3763, which will check its own holdings
and will then also check OCR/GR. Should you wish to know movies available
on spseific subjects and areas, call OCR/GR, Film Branch, 1E,4822, x7407,
and request an Intellofax listing. The OCR/GR Intellofax listing will show
ot only films on hand in CIA, but also selected filmes available from a
rariety of sources outside CJA. ’

Do Photographs STATINTL

To obtain photographs(including aerial photographs) on specific sub-
jects, areas, visit OCR/GR, Photo Branch, 1E4805,
X7230. This branch will provide copies of photographs in the number and
siges requested. ~ -

E. 3Slides

To obtain slides for use in classroam instruction, send the photographs
or other material (whather in the form of glossy prints, or in magawines or
books) to OTR/SS/ARO with instructions on the type of slides desired (22 or
3kxht)e Approximately two wesks should be allowed for the production of
glides by PSD . Slides can be made elther im color or in standard black
and mteo ) .

. Printing Se

[t eact 2 J? NS

.ce&

When treining materials,forms, or other items are required in such
guantitiea or in such form as to require printing, the materials should be
taken to the Reproduction Officer in OTR Support Staff, x3735. The
Reproduction Officer will want to know the nmumber of copies to be printed,
the finished size of the printed item, whether it is to bs in color or in
black ard white, and the deadline (2t least three waeks ars required by PSD).
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~ by bringing the materials to
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He Sraphic Adde

The Visual Aids Section, in d sugl
it ‘ n, OTR's Support Staff ' aids
draeh a.:e :navailable from other sources. These inciug?gg::tasu phs
duced, o;' afiades mg?rpg; ﬁem:goi.g; aiTcIi)B rollauingeteﬁ e paay v u;egz.:s :
under '"Slides,” Requests for the production of vi?hlu:lp:io::d mv:g ;abg:a
a;dfi::gstgotxi a}i;z:hor room in which tt’.\e ald ﬂ/!il ge:‘?x;u;g mto:h :;l .
Lt Joes 1o whigh '-th: :i.g mt be put, possible methods of muStmtiuge
L w ¢ show, relative priority of the aid, and
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